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1.    ABBREVIATIONS

●     AD        Area Director
●     PB, IS    Publications Branch, Information Staff
●     GPO    Government Printing Office
●     IS        Information Staff
●     NAL    National Agricultural Library
●     RL        Research Leader

2.    FORMS

●     ARS-113    - Submittal of Manuscript for Publication
●     ARS-533     -Manuscript Peer Review

3.    DEFINITIONS

Department Series Publications. Publications intended for national and international audiences are placed in the 
Department series to ensure better recognition and to facilitate a more orderly distribution. For a listing of these series, see 
Exhibit 1.

Agency Series Publications. Technical Publications intended for regional or specialized audiences (for example, primarily 
chemists or entomologists) are published in the Agency series if they do not fully meet the criteria of the Department series.

Special-Audience Publications. Special-Audience Publications are semi-technical and aid technology transfer. They are 
intended for specialized audiences, which include Congress, private sector, and non-Agency scientists who are nonspecialists 
in the field.

ARS National Publications Committee. The Publications Committee reviews ARS proposals for publications. The 
Committee must approve prospectuses for new publications in the Department series and for revisions of these publications. 
For the responsibilities and memberships of the Publications Committee, see DIRECTIVE 151.5.
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4.    AUTHORITIES

DR 1410-1, Publishing Policies

5.    RESPONSIBILITIES

Director, IS. Approves the publishing of information that contributes to scientific knowledge and documents research of the 
Agency.

PB, IS. Ensures that manuscripts are edited and published expeditiously and according to Department and Agency 
regulations, guidelines, and style.

AD. Reviews manuscripts for compliance with Agency policies on publications and release of information from the Agency's 
research programs.

RL. Reviews manuscripts and recommends their publication on the basis of their scientific merit.

Author. Reports results of original research, methodologies, or bibliographies accurately and concisely.

 

6.    PROPOSING, PREPARING, REVIEWING, AND CLEARING 
MANUSCRIPTS FOR PUBLICATION

Department and Agency Series Publications.

●     The author must first determine in which series, Department or Agency, to publish the manuscript. PB, IS, is available 
for assistance in determining the most appropriate series.

●     The author prepares either a prospectus for a manuscript that will be published in the Department series or a 
justification for a manuscript that will be published in the Agency series. Observe the following instructions for a 
prospectus and for a justification.

❍     Prospectus. The purpose of a prospectus is to explain the need for the proposed publication, to outline its 
scope, and to summarize its expected contents. The prospectus must be approved before the manuscript can be 
written. A prospectus must be:

■     Prepared by the author of the proposed publication in accordance with the instructions specified in 
Exhibit 2.

■     Submitted to the AD through the RL for review and approval.
■     Submitted to the Director, IS, through the Chief, PB, IS. The Executive Secretary of the Publications 

Committee (Chief, PB, IS) will duplicate the prospectus and forward copies to Committee members.
■     Reviewed by the Publications Committee to verify agreement of the publication with Department and 

Agency missions and Office of Management and Budget requirements for publishing.
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■     IS will notify the author and the AD of the decision and will forward to the author any queries or 
suggestions made by PB, IS, and the members of the ARS Publications Committee.

❍     Justification. The purpose of the justification is to inform PB, IS, of the need for the proposed publication. The 
justification should be approved before the manuscript is written. The justification must be:

■     Prepared by the author of the proposed publication and should include:
■     The need for the proposed publication.
■     The targeted audience.
■     The number of copies needed by the author for distribution (usually the quantity requested is a 2 

years' supply). For additional information, see Section 9, Distribution.
■     Submitted to the AD through the RL for review and approval.
■      Submitted to the Director, IS, through the Chief, PB, IS, for review and approval. IS will notify the 

author and the AD of the decision.
●     Proposed bibliographies must be cleared by the Publications Officer, Director's Office, NAL. Clearance should be 

requested by the author in a memorandum and should be obtained before work begins on the following types of 
bibliographies:

❍     Those to be published on a continuing basis.
❍     Those on specific subjects to be published on a nonrecurring basis.
❍     Extensive nonpublished bibliographies.

●     Once the manuscript is prepared, the author should obtain a minimum of two peer reviews, preferably one from within 
ARS and one from outside ARS. ARS-533 may be furnished to the peer reviewers to complete. The author should 
submit the completed manuscript to PB, IS, together with the peer reviews of the manuscript, responses to any 
comments or suggestions made by the reviewer, and the action taken by the author.

●     The author should obtain necessary clearances of the manuscript by ARS, other USDA agencies, other Federal 
Departments, or State Cooperating Agencies. ARS-113 should be completed and the names of the reviewers included. 
The completed form should be submitted to PB, IS, with the manuscript.

❍     Scientific Nomenclature should be cleared with the appropriate ARS authority. For example, a manuscript 
containing names of insects should be cleared by an appropriate taxonomist(s).

❍     Pesticide Recommendations should be cleared with the Pesticide Assessment Laboratory, Beltsville, 
Maryland.

❍     State Agricultural Experiment Stations. When a cover page of a manuscript indicates cooperation with a 
State Agricultural Experiment Station, the manuscript should be cleared with the Director or Associate Director 
of that Station.

Special-Audience Publications.

●     A Special-Audience Publication is either based on a draft manuscript prepared by a subject-matter specialist or on 
source material. The PB, IS, publications writer will obtain this material from one or more of several sources including 
a subject- matter specialist and technical publications.

●     The subject-matter specialist prepares a justification, which includes:
❍     The need for the proposed publication.
❍     The targeted audience.
❍     The number of copies for distribution. For more information, see Section 9, Distribution.

●     For scientists at a Location, the justification should be submitted to the ADthrough the RL for review and approval.
●     The justification should be submitted to the Director, IS, through the Chief, PB, IS, for review and approval. PB, IS, 

will notify the subject-matter specialist and the AD of the decision.
●     The PB, IS, publications writer can use any of the following kinds of source material in preparing a manuscript:

❍     A copy of a manuscript for an Agriculture Handbook, Agriculture Information Bulletin, or Miscellaneous 
Publication.

❍     Notes, memoranda, or a rough manuscript.
❍     Published reference material, such as Department publications and articles in journals, textbooks, and reference 

books.
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❍     A combination of preceding two. (This method is particularly useful in revising a publication-the Location or 
staff furnishes a corrected copy of the publication plus notes or memoranda containing new information to be 
inserted.)

❍     Information furnished in response to questions. A PB, IS, publications writer submits an outline and questions 
to a subject-matter specialist. The specialist, in turn, supplies written answers to the questions.

●     The PB, IS, publications writer obtains necessary clearances of the manuscript including review by the subject-matter 
specialist.

 

7.    EDITING MANUSCRIPTS FOR PUBLICATION

Manuscripts submitted to PB, IS, for editing must:

●     Be typed double spaced.
●     Include all final illustrations and charts.

Note: All illustrations and charts must be functional, must contribute information needed for an understanding of the 
subject, must supplement the text of the manuscript, and must be directly related to the subject.

●     Be accompanied by ARS-113, peer reviews of the manuscripts, responses toany comments or suggestions made by the 
reviewers, and the action taken by the authors.

The PB, IS, editor is responsible for: 

●     Editing the manuscript according to Department and GPO style.
●     Correcting grammar, spelling, and punctuation.
●     Making major improvements in the writing for better readability.
●     Editing tabular and graphic materials for consistency, completeness, clarity, and reproducibility.
●     Determining whether all necessary clearances for subject matter or program policy have been obtained. Any additional 

clearances are obtained by the editor.
●     Advising author on use of color. For guidelines on color printing, see Exhibit 3.
●     Informing author of design standards.

The PB, IS, editor provides any editorial suggestions and comments to the author.

The author considers the comments and revises the manuscript accordingly.

 

8.    PRINTING

The PB, IS, visual information specialist plans and marks copy for composition and prepares the camera-ready art. The PB, 
IS, printing specialist obtains printing, the cost of which is generally borne by IS.
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9.    DISTRIBUTION

The printer will forward copies of the publication directly to the author or subject-matter specialist, who is usually 
responsible for distributing copies of the publication. The author or subject-matter specialist should specify in the prospectus 
or justification of the number of copies needed for a 2-year supply and provide a complete street address. Post office box 
numbers are not acceptable.

For bibliographies, the author needs to furnish the Publications Officer, NAL, with five copies of the published bibliography 
for NAL's collection.

If the author is aware of other Government agencies that may be interested in purchasing the publication for distribution, 
he/she should inform PB, IS, of that requirement at the time the prospectus or justification is submitted. The printing 
specialist, PB, IS, will then make arrangements for those agencies to ride the print order.

As appropriate, IS and GPO order additional copies to send to depository libraries, foreign libraries, the Library of Congress, 
NAL, AD, and their own use.

R. D. PLOWMAN
Administrator

Exhibits
1 Definitions of Certain USDA Publications Series
2 Outline for Preparing Prospectus for Department Publications 
3 Guidelines for Color Printing

Exhibit 1

Definitions of Certain USDA Publications Series 

AGRICULTURE INFORMATION BULLETINS 

Purpose. To publish information of a more specialized character than that included in the Farmers' Bulletin, 
Home and Garden Bulletin, or Leaflet Series, making such information available to the urban people or rural 
people.

Audience. Rural, suburban, or urban people or groups.

Content. Information of a more specialized or more complete character or information issued for a more 
specific audience or purpose than that included in the Farmers' Bulletin, Home and Garden, or Leaflet Series.

Presentation. Popular, nontechnical.

Format. Flexible.
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Distribution. Free to selected groups of professional and technical workers, educators, libraries, and other 
cooperators; on sale by the Superintendent of Documents.

Examples: AIB-133 - The Changing Fertility of New England Soils.
            AIB-415 - Plants Poisonous to Livestock in the Western United States.
            AIR-414 - Alfalfa for Dryland Grazing.

AGRICULTURE HANDBOOKS 

Purpose. To publish manuals of information on agriculture and home economics needed by professional or 
technical workers in these fields.

Audience. Primarily professional or technical workers in agriculture and related fields.

Content. Reference or working-tool information, including guides, specifications, glossaries of terms, and lists 
of plants and animals.

Presentation. Flexible.

Format. Flexible.

Distribution. Free to selected groups of professional or technical workers and key libraries; on sale by the 
Superintendent of Documents.

Examples: AH-122 - Sugarcane. 
            AH-126 - Test Methods With Plant-Regulating Chemicals. 
            AH-134 - Maple Sirup Producers Manual.

MISCELLANEOUS PUBLICATIONS AND UNNUMBERED PUBLICATIONS 

Purpose. To publish essential information, including special reports not adapted to inclusion in any one of the 
other Department series.

Audience. Depending on specific subject matter of publication.

Content. May include special reports, directories, catalogs, bibliographies reference lists, and other materials 
that do not readily fit into one of the other series.

Presentation. Variable.

Format. flexible.

Distribution. Planned to suit the specific publication, and including, wherever possible, sales by the 
Superintendent of Documents.

Examples: MP-1262 -    Hydrologic Data for Experimental Agricultural Watersheds in the United States, 1967.
            MP-1275 -    Proceedings Symposium on Statistical Hydrology.
            MP-1429 -    Agricultural Research Service Program Plan.
            UNNUMBERED -    Agricultural Research Program Plan: 6 Year Implementation Plan, 1986-1992. 
            UNNUMBERED -    Research Progress in 1985: A Report of the Agricultural Research Service. 
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CONSERVATION RESEARCH REPORTS 

Purpose. To make available semitechnical or technical information resulting from research directed toward the 
conservation of renewable natural resources 

Audience. Professional and technical workers in agriculture and related fields, including those in education, 
industry and government.

Content. Reports of conservation research, including reports on less complete research projects than are 
reported in the Technical Bulletin Series.

Presentation. Technical, with emphasis on the conservation of renewable natural resources, including the most 
efficient use of such resources.

Format. Flexible.

Distribution. Limited free distribution to professional and technical workers, Federal, State, and local 
government agencies, key libraries, etc.; selected items on sale by the Superintendent of Documents.

Examples: CRR-30 -    Saline Seep Diagnosis, Control, and Reclamation.
            CRR-29 -    Consumptive Use of Water by Major Crops in the Southwestern United States.
            CRR-25 -    Treatment and Disposal of Sugarbeet Processing Wastewater by Irrigation.

MARKETING BULLETINS

Purpose. To give useful information on agricultural marketing to the public.

Audience. Primarily persons and concerns or groups involved in marketing, i.e., buying and selling, 
transporting, and processing farm products.

Content. Subjects of importance relating to agricultural marketing coming properly within the range of 
Department activities, and including buying, selling, transporting, storing, processing, packaging, wholesaling, 
and retailing farm-derived products. Aimed at disseminating important marketing information to the general 
public, and at increasing the efficiency of agricultural marketing practices.

Presentation. Brief, clear, readable, and attractive for intended audience. Treatment to be as nontechnical as 
subject matter permits. Illustrations should interpret the subject, and, if possible, shorten the text.

Format. Flexible' preferably not over 32 pages.

Distribution. Selected items free through Members of Congress. Free to selected groups, such as professional 
and technical workers, including Extension personnel, key people in he marketing field, libraries, etc., with 
emphasis on reprinting by groups and concerns of bulk supplies desired, and on sale by the Superintendent of 
Documents.

Examples: MB-72 -    Grain Protectants for Insect Control: Methods of Equipment for Bulk Treatment. 

MARKETING RESEARCH REPORTS 

Purpose. To make available semitechnical or semipopular information resulting from marketing research.
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Audience. Professional and technical workers in agriculture and related fields, especially those concerned with 
transporting, processing, and marketing farm products.

Content. Reports of marketing research, including reports on less complete research projects than are reported 
in the Technical Bulletin Series.

Presentation. Popular or semitechnical, with emphasis on the application of the Information in the marketing 
of farm products.

Format. Flexible.

Distribution. Limited free distribution to professional and technical workers, trade and commodity interests, 
and specialized operators and growers; key libraries; selected items on sale by the Superintendent of 
Documents.

Examples: MRR-1125 -    Responses of Tomatoes and Green Bell Peppers to Fumigation With Methyl 
Bromide or Ethylene.
            MRR-1108 -    Influence of Selected Gin- and Mill-Cleaning Treatments on Cotton-Dust Levels, 
Spinning Performance, and Yarn Quality.
            MRR-1132 -    Improved Temperatures of Produce in Refrigerated Trailer.

PRODUCTION RESEARCH REPORTS 

Purpose. To make available semitechnical or semipopular information resulting from production research

Audience. Professional and technical workers in agriculture and related fields, especially those concerned with 
the production of farm products.

Content. Reports of production research, including reports on less complete research projects than are reported 
in the Technical Bulletin Series.

Presentation. Popular or semitechnical with emphasis on the application of the information in the production 
of farm products.

Format. Flexible.

Distribution. Limited free distribution to professional and technical workers, trade and commodity interests, 
and specialized operators and growers; key libraries; selected items on sale by the Superintendent of 
Documents.

STATISTICAL BULLETINS 

Purpose. To publish needed statistics on agriculture obtained and compiled by the Department.

Audience. Professional and technical workers and groups in agriculture, business, industry, and education.

Content. Statistics on such subjects as production, movement from the farm, receipts at principal markets, 
reshipments, farm and market prices, exports and imports, production of foreign countries, and foreign-market 
prices.

Presentation. Largely tabular.
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Format. Flexible, but usually 8-3/8 x 10-7/8.

Distribution. Limited free distribution to professional and technical workers and libraries; on sale by the 
Superintendent of Documents.

Example: SB-604 -    Distribution of the Varieties and Classes of Wheat in the United States in 1974.

TECHNICAL BULLETINS 

Purpose. To publish substantial original contributions to scientific or technical knowledge so that this 
knowledge may be available for adaptation, demonstration and use in the laboratory, on the farm, or in the 
factory.

Audience. Primarily scientists, specialists, and advanced students.

Content. Usually the full, final report of a research project or of a major segment of a large research project; 
material of the highest scientific authority.

Presentation. Scientific report style.

Format. "Document" size (5-3/8" x 8-1/2") or 8-3/8" x 10-7/8".

Distribution. Limited free distribution to scientists and specialists in the field and to key libraries; on sale by 
the Superintendent of Documents.

Examples: TB-1635 -    A Partial Revision of the Genus Eucelatorial (Diptera, Tachinidae) Including 
Important Parasites of Heliothis.
            TB-1661 -    Analytical Solutions of the One-Dimensional Convective-D Dispersive Solute Transport 
Equation. 
            TB-1665 -    Supercritical Flow Flumes for Measuring Sediment- Laden Flow.

UTILIZATION RESEARCH REPORTS 

Purpose. To make available semitechnical or semipopular information resulting from utilization research.

Audience. Professional and technical workers in agriculture and related fields especially those concerned with 
utilization of farm products.

Content. Reports of utilization research, including reports on less complete research projects than are reported 
in the Technical Bulletin Series.

Presentation. Popular or semitechnical with emphasis on the application of the information in the utilization of 
farm products.

Format. Flexible.

Distribution. Limited free distribution to professional and technical workers, trade and commodity interests, 
and specialized operators and growers; key libraries; selected items on sale by the Superintendent of 
Documents.

Examples: URR-5 - Soybeans and Human Food: Unprocessed and Simply Processed.
                       URR-6 - Animal Waste Utilization on Cropland and Pastureland.
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Exhibit 2 

Outline for Preparing Prospectus for Department Publications 

A prospectus based on this outline must be reviewed by the ARS National Publications Committee, and approved, before 
work is begun on a manuscript intended for publication in a Department series. The Department series publications are 
Technical Bulletins, Marketing Research Reports, Conservation Research Reports, Marketing Bulletins, Statistical Bulletins, 
Production Research Reports, Agriculture Handbooks, Agriculture Information Bulletins, Miscellaneous Publications, and 
Bibliographies and Literature of Agriculture.

Before preparing the prospectus, authors should review the definition of the Department series for which the publication is 
intended. The prospectus and the manuscript should be prepared in compliance with the series definition. 

A    PUBLICATION 

    1    Proposed title. 

    2    Proposed series. 

    3    State whether proposed publication is: 

        a    new, 

        b    a revision, or 

        c    a superseding publication. 

        If "b" or "c," identify publication to be revised or superseded. 

    4    Need for and timeliness of publication. 

    5    Tentative outline or brief summary of proposed contents. 

    6    Probable length in printed pages (in units of 4--e.g., 8, 12, 16, 24). 

    7    Probable date manuscript will be completed, including peer reviews. 

    8    New information to be included (if not a new publication). 

    9    List, and/or exhibit, of other State and Federal publications dealing with same subject matter,

    10    Name and location of originator of prospectus.

    11    Add statement if the proposed publication will contain recommendations for use of pesticides or herbicides.

B    AUDIENCE 
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    1    To whom directed.

    2    Special audiences, if any, to whom subject matter will be of interest.

    3    Geographic area involved.

    4    Give any pertinent information regarding number of copies to be printed.

C    AUTHORS 

    1    Author: signature and date.

    2    Coauthors: signature and date.

D    APPROVALS 

    1    RL: signature and date.

    2    AD: signature and date.

    3    Director, IS: signature and date.

Exhibit 3

Guidelines for Color Printing 
(Excerpts from the Government Printing and Binding Regulations Published 

by the Joint Committee on Printing Congress of the United States) 

Color Printing

The committee recognizes that printing in two or more colors generally increases costs. Consequently, it is the responsibility 
of the head of any department, independent office or establishment of the Government to assure that all multicolor printing 
shall contribute demonstrable value toward achieving a greater fulfillment of the ultimate end-purpose of whatever printed 
item in which it is included.

Demonstrably valuable multicolor printing, for the purpose of these regulations, includes the following categories:

1.  Maps and technical diagrams where additional color is necessary for clarity.
2.  Object identification (medical specimens, diseases, plants, flags, uniforms, etc.).
3.  Safety programs, fire prevention, savings bonds programs, and competitive areas of personnel recruiting.
4.  Areas wherein clearly identifiable savings in costs can be soundly predicated on multicolor use.
5.  Printing for programs required by law, whose relative success or failure is in direct ratio to the degree of public 

response, and where that response can be logically attributable to the number of colors planned and the manner in 
which they are proposed to be used. This includes color for promotional or motivational purposes such as programs 
concerning public health, safety, consumer benefits; or to encourage utilization of Government facilities such as 
programs for social security, medicare, and certain areas of need for veterans.
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